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Objectives

This guide will assist in the filing of a Notice of Deposit of Unclaimed Fundsi n t he cour
management system (CM/ECF) and remitting the funds electronically via the Automated
Clearing House (ACH) module in pay.gov. The program will allow the filer to select and/or add
up to 99 claimants per notice of deposit of funds. For cases containing more than 100 claimants,
the filer will still be able to use the program to file local form Notice of Deposit of Unclaimed
Funds and remit the funds electronically via ACH, but will be required to email a pre-formatted
spreadsheet containing the required creditori nf or mati on to the court 0:

After reviewing this guide, the filer will be able to:
1. Enter Claimant and Unclaimed Funds Information
1 Enter up to 99 claimants
0 Select an existing creditor
0 Add a new creditor
0 Select a debtor
o Edit information
1 Enter 100 or more claimants
o Prepare spreadsheet containing required information
2. Upload the Notice of Deposit of Unclaimed Funds
3. Remit Funds

1 Electronic transfer via Bank Account (ACH)

NOTE:

All Notice of Deposit of Unclaimed Funds MUST be remitted to the court electronically using
the following procedures. Every effort must be made to review all information entered for
accuracy and make any necessary edits BEFORE committing this transaction.

For example:
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DO NOT submit one payment containing unclaimed funds for multiple cases.
Verify the correct claimant information has been selected or entered.

Verify the deposit amount(s) and total amount entered are correct.

= =2 =4 A

Verify all information entered mirrors the information provided in the attached PDF of the
Notice.

When additional funds for a claimant needs to be added for the same case, simply docket a new
Notice of Deposit of Unclaimed Funds.

Amendment to a Notice of Deposit of Unclaimed Funds

IMPORTANT: If a discrepancy has been identified AFTER the transaction has been remitted
and deposited (i.e. the wrong claimant was selected or the wrong amount was entered for a
particular claimant but the total amount is correct), go to the Main Menu bar and select
Bankruptcy> Natice of Deposit of Unclaimed Funds (Amended). ©

Assistance

For further guidance on docketing either event, please contact the CM/ECF Help Desk and ask
for Maria Cervino or email her at Maria_Cervino@flsb.uscourts.gov

For all other inquiries, contactt he cour t 6 s f iFinaamaatdiflso uscarespay.t y
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Enter Claimant and Deposit Information

Accessing CM/ECF

1. EnterLoginandPassword checkmarkacknowledgement ofedactionresponsibility> clickLogin

Authentication

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social

Login: furrr

Password: eeeeeeee

Security or taxpayer-identification numbers; dates of birth; names of minor children; and financial
account numbers, in compliance with Fed R. Bankr. P. 9037. This requirement applies to all
documents, inchuding attachments.

Client
code:
Clear

understand that, if I file, I must comply with the redaction rules. I have read this notice.

2. SelectBankruptcy

Bankruptcy

ZECF

Adversary

Official Court Electronic Document Filing System

Utilities Search

U.S. Bankruptcy Court
Southern District of Florida

3. SelectNotice of Deposit of Unclaimed Funds

Bankruptcy

Adversary

ZECF

Bankruptcy Events

Open Voluntary BK Case

Clam Actions

Open Involuntary BK. Case

File Clamms

Creditor Maintenance. ..
Judge/Trustee Assignment
Appeal

| Notice of Deposit of Unclaimed Fundsl
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Option A: Enter 1 through 99 Claimants

This option provides the filer the ability to enter unclaimeedsfor up to 99 claimants.The usemay select
from an existing list of creditors associated withetbase or enter new creditor informatioand also select
debtor(s) Review eachcorrespondingamount entered for accuracy and confirm the total amount being
depositedfor the transaction is correctinformation may be editedf a discrepancy is found BEFQ@REmitting
the transaction

Select Existing Creditor (Exact Match)

1. Selectl through 99> enter the Case Number click Next

[Note: kkave theName ofClaimantfield blankto displayexisting claimant$

votice of Deposit of Unclaimed Funds

INPORTANT: Unclaimed Funds Must Be Paid Immediately After Filing This Notice. DO NOT submit one payment containing multiple cases.

Search for a Claimant

Number of Claimants for which Unclaimed Funds are being deposited.

2. Click thedrop down arrowto viewall claimantsin the case

Select a Claimant

* Reflects claimant(s) with Unclaimed Fund record(s) selected, but not processed in CMI/ECF.
[Note: If name and or address of the creditor in the drop down list is not an exact match, select Add Creditor or Select Debtor(s).]

Case 15-10008-RBR In re: Phil Amtrom

Boca Club and Resort - POB 333 Boca Raton FL 33334 - 29506
Add Creditor OR Select Debtor(s)

3. Selectthe claimantthat is anexactmatch> clickNext

[Note: i the claimantis not an exact match, refer to pagdo Add Creditoy
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4. Enter the unclaimed amouribr the selectedclaimant clickNext

[Note: enter amount with decimal, but without Dollar Sign or Comma Ex: 11j00.00

5. Confirmentry of correctClaimant Amount, and Dtal
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Add Creditor (Not an Exact Match)

1. Verify theclaimantis not listed or isnot an exact matctn the dropdown list

POB 333 Boca Raton FL 33334 - 29506

2. ClickAdd Creditor

3. Confirm Case Number> clislext

Case Number
0:15-bk-10008]

4. Add Creditor(s) in the text box provided> clidéxt

[Note: in the example belowtwo creditors are being added]
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Sears

ontl PO Box 90023

Los Alamitos, CA 91243

Gary Liska
12345 Ingraham Hwy

5. Confirm Total Creditors Entered> clB8ibmit

6. ClickSelect AddedCreditor

7. Confirm information> clicklext
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8. Click thedrop down arrowto select thenewly addedcreditor> clickNext

9. Enter the unclaimed amourior the selectecclaimant clickNext

[Note: enter amount with decimal, but without Dollar Sign or Comméd.E30.00]

10. Confirmentry of correctClaimant Amount, and Total>lick Add AdditionalClaimantor
Edit/Delete SelectedClaimantto continue addingan unclaimed amounfor aselected claimant

10| Page



11.Repeat steps through 10 until allclaimans and unclaimed amountsave been added
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Select Debtor(s)

1. Selectl through 99 enter the Case Numbes click Next

[Note: leave theName ofClaimantfield blank to display existing claimants.]

2. Click thedrop down arrowto view allclaimans in thecase

3. Verify the debtor isiot listed in the drop down list clickSelect Debtor(s)
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4. ClickontheR So6 (1 2 NR

ax

<
-<
(s}

5. Once highlighted> clidkext

db:Esther Amirom

jdb:Phil Amtram

6. Confirm the Case Number> clidiext

7. Click thedrop down arrow> select thenewly added claimant
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John Smith - 12345ABCStfedMaﬂiFL12345 31687
Sears - POB 123 Ft Lauderdale, FL 33301 - 29179
Sears - PO Box 90023 Los Alamitos, CA 91243 - 29713
Smith & Smith - POB 589 Miami, FL 33130 - 29180

Tom Tom LLC - 123 Mocking Bird Ln Pennsylvania, PA 18328 - 29507
XYZ - 456 BCG STREET Miami FL 33012 - 31688

8. Once the newly added claimant is selected> dlekt

9. Enter the unclaimed amount for the selectehimant clickNext

[Note: enter amount with decimal, but without Dollar Sign or Comma Ex: 1100.00]

10. Confirm entry of correc€laimant Amount, and Tota clickAdd Additional Claimant or
Edit/Delete Selected Claimartb continueadding an unclaimed amount for a selected claimant
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Summary Deposit of Unclaimed Funds for Case Number: 15-10008 IIota]ing: $37.53

Claimant

Amount

Esther Amtrom
789 S Cypress Creek Rd Fort Lauderdale FL

37.53

* Do Not Use the browser's Back button, as it will result in duplicate claimants being added

| Add Additional Claimant or Edit/Delete Selected Claimant |

Submit Transaction

Editing

Edit Incorrect Amount

1. To edit a dollar amouritsted2 y*  (B&8nar§t Deposit of Unclaimed Furids a QdldR Adyl

Additional Claimantor Edit/Delete SelectedClaimant

2. From the drop down lisiselect theaffectedclaimant click Next
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